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HBECT i A Proposal for the detebilebiment of & Cmdral Pfice at
Headquartexs for Processing Travel Vouchers Chergeeble
to Confidential Funds

jroceasing end related services would yrovide o simgle facility to which
ssployees oould go for sdvice snd nssistance on questions regerding treved.
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examined, verified asd sudited peior Lo beling esrtified for pegymést or for
cradit to the travwlers' sdvenece sccosmts. There fa, thereiore, & dupliestion
of ssomination and vewrifivsation of the voushors.
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3. Many trewwlers camnot, or will mobt, prepare thedir own travel
vouchers. They, therefore, reguire the services of & poresn capable in
the preparation of travel vouchers.

k., Sowe trevel advapoe ascoutits becose delinguent as & resuli of the
time vegeived to process trawel youchers umder the present deventralined
sywhem af processiog, rather m%we of the trevelers' delinguancy
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1. Trevel vouchers lavelving oversens travel sre sermally the sost
difticult and complex to prwpare, whevess vouchers imvelving domestic Ll
crdinarily are much siapler snd less troaublesome.
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9 October 1962

MUMCRANDUM FOR: Colonel L. XK. White
Deputy Director (Support)

SUBJECT : Establishment of Central Office for Processing
Travel Vouchers

1. Annmexed is a staff study proposing the establichment
of a central office for processing travel vouchers of returning PCS
wnd TDY overseas travelers chargeable to confidential funds. The
srozosal, if gdopted, would probably result in the glimination of
approximately five people and would also expedite settlement of
claims. In addition to the controls recommended in this staff study
requiring specific approval of any travel voucher which weflects an
ilacrary or expenses significantly different from that authorized,
crpenses not previously authorized, or operational expenses, it may
w2 advisable to require approval by the authorizing component of ail
claima covering extensive overseas TDY travel. The proposal has
very considerable merit, both in terms of enhanced efficiency as
well as in terms of reduction of Manpower.

2. It seems to me, however, that we run up against the
praciical problem of room space. Ia order to accomplish the purpose
sroposed, we would have to accommodate approximataly thirteen indi-

viduals in reasonable proximity to the Central Processing Branch,
Before going any further in an attempt to coordinate this proposal,
therelore, it occurred to me that it would be advigable to obtain some
kKind of ruling from the DD/S as to whether accommodation of such a
new section iz even remotely practicable under existing circumstances.
I am bothering you personally with the problem as this again is an
example of a possibility of effecting cconomices which may very well
be frustrated for lack of available space. It may be, howaver, itat
gome solution to the administrative aspects of this problem may ba
possible in which case we are in a poeition to effect at least a modest

economy.
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22 0CT 1962
MEMORANDUM FOR: Comptroller
SUBJECT . Establishment of Central Office for Processing
Travel Vouchers
REFERENCE . Memo dtd 9 Oct 62 to DD/S fr Compt, same subj.

1. I am in agreement with your proposal for the processing of travel
vouchers in one central location. I have examined space contiguous to the
Central Processing Branch in an attempt to provide facilities for implement-
ing your proposal immediately. Iregret the unavailability of such space at
the present time, I have asked the Director of Logistics to incorporate in
his planning your requirement for space to accommodate 13 people near the
Central Processing Branch. ‘

2. In establishing the proposed activity you may des'ire to consider the
following:

a. The Central Processing Branch now has three Finance Officers
who prepare requests for advances, compute pay, and perform related
financial tasks. It is possible that these activities should be merged
with the proposed activity in order to effect even further savings.

b. If a handwritten voucher or worksheet, signed by the claimant
and processed immediately, would suffice, typing could be eliminated
and a second contact with the claimant would be unnecessary.

c. The Central Processing Branch now handles all invitee travel
* youchers, and you may desire to consider the practicability of having

ApbroVéd For Re:'l‘ea_: fé‘ 20

PR




X " =" Approved Fo&elease %CIA-RDP80$IZ4OAOOO100110004-6 -

the proposed organization process all travel vouchers rather than

unvouchered only. -

FOIAb3b

L. K. White
Deputy Director

- . ’ (Support)

cc: Director of Logistics W/o att ) )

Attachment:
.Jlemo dtd 18 Sept 62 to Compt fr AC/TAS .

subj: "A Proposal for the Establishment of a
Central Office at Headquarters for Processing
Travel Vouchers Chargeable to Confidential Funds"

(O & 4ccs)
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